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'+ What is a Project?

* Project

. A temporary endeavor undertaken to
create a unique product, service, or
result.

* Project Management

o The application of knowledge, skills,
tools, and techniques to project
activities to meet project
requirements.



' ¢ Project Management Involves

Competing demands for scope, time,
cost, risk, and quality.

Stakeholders with differing needs
and expectations.

Identified requirements.



*. s Project Objectives

Project Objectives are SMART:

Specific in terms of scope.

Measurable in terms of time, cost,
and quality.

Attainable within time and resources
constraints.

Realistic based on resource, risk, and
company policies.

Tracked to organizational plans,
policies, and procedures.



*. s Definitions of Project Success
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Difference Between Project and

3 Organizational Change Management

* Project Management focus is on specific
project activities and deliverables.

 Change Management focus is on the
impact the project will have on the
organization.

Thus . ..
 Project Management = the change

 Change Management = getting the
change accepted



" Organizational Change Management

Organized, systematic application of
- Knowledge
- Tools
- Resources of change

To provide organizations with a key
process to achieve their business
strategy



» Sponsor Management

* End-user Communication
 Readiness

 Training

» Coaching

* Transition Planning

* Resistance Management
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'y In General

* Organizational Change Management
— Manages change

- Recognizes that projects deal with people
— Helps people through the change

— Provides awareness

— Ensures readiness



' ¢ Preparation For Major Change

* It is important for organizations to
understand the

— Impacts the implementation will have on
their own internal operations

« Andto
— Prepare proactively for those impacts



I ———

 Organizational Change Management is
drawn from:

— Psychology

— Sociology

— Business administration

— Economics

— Industrial engineering

— Systems engineering

— The study of human and organizational
behavior



B
« Satir’s Change Process Model

 Kubler-Ross Stages of Change
Model

» Kotter’s Phases of Change Model
* Lewin’s Dynamic Stability Model
 ©OProsci Change Management Model



-

‘¢ Satir's Change Process Model

New Status Quo

Change Integration

L ate Status Quo

Transforming Idea

Chaos in reaction
to the change

The impact on group performance of a change during the five stages of the
Satir Change Model



 Kubler-Ross Stages of Change
Model

* Kotter’s Phases of Change Model
* Lewin’s Dynamic Stability Model
 ©OProsci Change Management Model



Goal of Organizational Change

3 Management

* Provide the structure and guidance
necessary to effectively prepare
organizations for the successful
acceptance of cultural change
necessitated by major project
initiatives.



s s Project Questions

« Who ?
 What?
 When?
 Where?
 Why?

¢ How?



. Organizational Change Management

3 Questions

 What’s going on?

 What’s in it for me?

« Howdo |l prepare?

« How can | participate in the process?

 How can | communicate concerns and/or ideas?
 What will | do differently tomorrow?

 What’s happening?



. More Organlzatlonal Change

« How do | stay motivated?

 What are immediate and long term implications
for my job?

« How do we make the change?
 What needs to be changed?

 Why is it being changed?



 Provide awareness of the change that is
going to occur.

 Ensure there is understanding about

why the change needs to happen and
the benefits of that change.

* Facilitate acceptance of the change.



 Act as someone who cares, listens, and

responds to individual needs and
concerns.

 Manage people and expectations.

 Assist people to use their insights, skills,
and sense of values to move forward
with organization/team efforts.



Successful Projects

Closing Project
Success

Monitoring /

Controlling

Executing

Fianhing

Initiation

Preparing Managing/  Managing/ o ..o, Monitoring

Planning  Executing

Change Management



Evolution of
b Organizational Change
| Management in
Delaware

|



s s Delaware’s ERP Background

« State of Delaware
— 70 Organizations

. 35 State Agencies
o 19 School Districts
0 16 Charter Schools

47,000 Employees

12 Unions Represented
- 37 Different Locals



-

' ¢ 1990°s ERP Projects

e 1990’s — Various False Starts

+  July 1999

- PeopleSoft Human Resource Version 6.02
Implemented

Benefits Administration & Payroll — Unsuccessful
Rolled back to Mainframe Legacy System



Organizational Change Management
3 Best Practices

Structured change management approach.
Active and visible sponsorship.

Dedicated resources for project
management and change management.

Employee participation in change process.

Frequent and open communication.

© 2005 Prosci Best Practices in Change Management



Elements of Quality

* What are some elements of
quality?



Department of Technology & Information
Organizational Change Management

Repeatable
Processes




- :
' ¢ Documentation

* Processes for the DTI PMO are documented.

 DTlI-specific training was provided to all
Project Managers and Change Management
Specialists.

« PM and CM processes designed to integrate
with one another.

 Expectation set by management that these
processes will be followed consistently.
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‘¢ Reinforcing Organizational Change

Project Management Change Management

Project Initiation

Preparing for Change

Project Planning
Managing Change-Planning

Project Executing
Managing Change-Execute

Project Controlling
Transition

Project Closing

| ¢
Reinforcing | Changes
. y

Monitoring Change




' 3 Change Management Processes

Managing Planning _Managing Executing Jll Transitior] Monitorin

Management
Processes
Organization is CM Team is Change Management Tracking, Training and onros
Assessed Established g & Communication Measuring & : ! Transition | progress
. Coaching Plans are
Plans are Developed Reporting Developed




- :
' ¢ Preparing Process

Change Management
processes

— Is ———

Organization

Assessed

p——0 ©

|dentify

Organizational Traits
Change Traits
Sponsor
Stakeholders
End-User groups

Complete

Organizational
Readiness Assessment
Stakeholder Analysis
Tailoring
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‘¢ Preparing Process

Change Management CM Team is
%rocessegs - ——— S1ADISNEd  j—fo ©
o
Review

| Organizational Readiness Assessment
| Stakeholder Analysis

Communicate

| Results of analyses to organization
project team

Gain Commitment

| Project Sponsors
| Organization Change Agents
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' » Managing-Planning Process

Comprehensive Change
Management Plan is
Developed

——— O ©

Review

Existing Business Processes
Existing Forms

Existing Policies

Existing Procedures

Master Readiness Tracking
Spreadsheet

Functional Impacts
Hardware/Software
Requirements

Create

Master Readiness Tracking
Spreadsheet

Change Management Project
Plan

Document

Process Changes
Functional Impacts

Determine

Sponsor Model

Avenues for communication that
will be used

Timing, audience, method, topic
for important communication

|dentify and Recruit
Individuals to act as coordinators
for project implementation
*Hold CM Team Kick-off Meeting
(larger projects)




' s Managing — Executing Process

Tracking, Measuring

00 ) —————— ) © ©
& Reporting
® o
Review Collect and Track
Master Readiness Tracking » Requested checklist
Spreadsheet information from involved
Functional Impacts organizations
Hardware/Software
requirements
Update
Onsite readiness tracking
Develop station (if applicable)
el I\\g/laste:j Rheadtiness Tracking
Detailed instructions for Cﬁreil'st ee
checklist items g eCiIS tsummary
Supplemental checklist ocumen
material
Report
Readiness statistics to
Executive Steering
Committee spreadsheet




v » Managing — Executing Process

Training and Coaching | e e

—
[ Y J— Plans Are Developed

Develop
» Training Strategy
* Training Plan
« Training Design
Materials
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' ¢ Transition Process

*° st [TANSITION [ ¢ o

Develop
P Transition Plan

Knowledge Transfer
1 Production support
resources
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' ¢ Monitoring Process

—————

Monitor
Progress

Survey End-users

Post Implementation
One month
Three months
Six months
One year

OCM Closing_Report

Lessons Learned
Survey results

Training and meeting
evaluations

Help desk calls analysis
Checklist statistics




Managing Executing [l Transitio] Wonitoring

—

Change
Management
Processes
Organization is CM Team is Change Management Tracking, .
J\‘ Assessed Established & Communication Measuring & Training and
Plans are Developed Reporting Coaching Plans are
Developed
Review _
Identify Review I Review Develop

Organizational
Traits

Change Traits
Sponsor
Stakeholders
Key End-Users
Place on Risk
Determination
Table

» Organizational
Readiness
Assessment

» Stakeholder
Analysis

Existing Business
Processes

Existing Forms
Existing Policies
Existing Procedures
Hardware/Software
Requirements

Master Readiness
Tracking Spreadsheet
Functional Impacts
Hardware/Software
Requirements

Complete

Organizational
Readiness
Assessment
Stakeholder
Analysis
Tailoring

Communicate

* Results of
analyses to
organization
project team and
sponsors

Document

Process Changes
Functional Impacts

Gain Commitment

» Project Sponsors
+ Organization
Change Agents

Create

Master Readiness
Tracking Spreadsheet
Change Management
Project Schedule
Understanding and
Impacts Info Sheets
Feedback Mechanism

Determine

Sponsor Model
Avenues for
communication that
will be used
Timing, audience,
method, topic for
important
communications

Develop

Checklists

Detailed instructions
for checklist items
Supplemental
checklist material

Training Strategy
Training Plan
Training Design
Material

* Training and
Coaching Info
sheets

Transition gy

Monitor
progress

Develop

Transition Plan

Survey End-users
Post-
implementation

Identify & Recruit

Individuals to act as
coordinators for project
implementation

Hold CM Team kickoff
meeting (if applicable)

Collect and Track

Requested checklist
information from
organizations

Update

Onsite readiness
tracking station
Master Readiness
Tracking Spreadsheet
Checklist summary
document

Report

Readiness statistics
to Executive Steering
Committee
spreadsheet

Countdown to week, one
System month, three
Implementation months, six
months, one
year
Knowledge
Transfer
* Production OCM Closing
support Report
resources
Lessons
Learned
Analyze Sur_vz_ay results
Training and
» Current and meeting
new job duties Evaluation
* Determine results
need for job Help desk calls
reclassification analysis
e Inform Checklist
sponsors of job statistics
reclass
implications




Comprehensive Organizational
3 Change Management Plan

 Uses existing project documentation
— Business Case Summary
— Project Charter

 Provides
— Project overview information

— Stakeholders and method for specific end-
user identification

— Implementation strategy
— Definition of change management



Comprehensive Organizational
Change Management Plan

* Provides

- Project goals

— Project benefits

— Project deliverables and timelines
— Roles and responsibilities

- Results of the organization and project
assessment including placement on risk
determination table.



Comprehensive Organizational

3 Change Management Plan

* Provides

— Team structure with recommended
change management team structure

— Sponsor Activities

— Communication Plan

- Readiness Methodology

— Training and Coaching Plans

— Resistance Management Plan

— Transition Plan

-~ Monitoring/Closing Plan



Department of Technology & Information
Organizational Change Management

Best
Practices
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s s Best Practices

Looked internally at DTI

Looked at other state organizations

Looked outside
©Prosci
ASTD
Learning Tree

Gartner
IBM
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3 Specifically Incorporated Items

 Sponsor Plan
« CM Team Structure
 Communication Strategy

 Transition Plan
— Knowledge Transfer



v s Sponsor Activities

Executive Sponsor Blueprint Sample

Target Group |Activity Notes

With project Provide timely decisions on critical issues | On-going

management Manage “scope creep”

team : :
Secure resources for implementation

Remove obstacles

With critical Enforce readiness accountability for all On-going
managers organizations

With end users Be proactive, visible and communicate On-going
Communicate key messages
Visibly celebrate success stories




Change Management "
Specialist /
Readiness Lead

Communications
Coordinator

Gr

oo
Management n

Coach Te
am

Yel

Change lo
Management — “¥

Te
Coach am

Blu
Change e

Management Te
Coach am

Re

Change d
Management P Te
Coach am

X 1 JVIOI®®] I
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' .9 Who Should Deliver the Message?

The current situation and
rationale for the change

Business issues or drivers that

Executive
Manager created the need for the change

P R Competitive issues or changes
) in the marketplace

Change Mgmt What might happen if the

et change is not made
Employee’ Change Mgmt . . ...
S'::s;f,’f;f Team Member Vision of the organization after

31% =y the change is made
Overall timeframe

Alignment of the change with
business strategy

© 2005 Prosci Best Practices in Change Management




- 3 Who Should Deliver the Message?

CEO/President
25%

Change Mgmt
Team Leader

Change Mgmt $%

Employee's Tea ,
Supervisor
31%

The impact on daily activities

Why employees want to go along

Job security

Specific ways they are expected to aid the change

Resources for assistance and ways to provide feedback

© 2005 Prosci Best Practices in Change Management 0



- Organizational Change Phases

9 and Communication

How do I stay What is happening?

motivated?  yransition throughUnderstanding
Analy through

C rate sﬁ%@ipr areness

Unaware
Denial

esire

ugh what’s in it
S for me?

ght

y

with

Anxiet

How do |
prepare?

owledge by

What will | do JiffereRtly
tomorrow?



s s Information Sheets

* Understanding
* Impacts
 Training

» Coaching

* Count-down to system
implementation



'y Information Sheets

Awareness Info Sheet

O7T1 s amoeacing Srtamndse Srojact Managemant [EFM) 10 Imoeove cur Srojact Masagameant practce DT teaming
With Sopet, Wil promote & consistent approach for Creaing, bECKIng, and managing projecs and their infoemation
OTrs soiutionls & phasecHn impiemeantation and wil Incorporate collaboration 100K SoCusing on managing project
related documents, Issues, and fKs

Coaching Info

Chaoant

BINFO SHEET]

PROJECT SCOPE

The first fersfion includes:

* Techeical instdlaton and Configuration Of MICTOSO® ¢ Provice customzed baining to Froject Managers,
Froject Sarver and suppoming sofware and tocis Team Leacess, and Team Members Involivedin the
*  Adeptappiicaton o OTI Susiness Processes and niid projects besed on roles, requirements. aad
Froject Tempiates skl Ivventony
. ¢ Create Future Remations Flan (Rosdmap), focusing
* Define project repoding and funclional requiremeants N .
e P = ©n 4l Gepioyment of the E°M scoiuton troughout
®  Incomorate fourto Sve projects Initally on

*  Fedom Micosof Froject ST sssassments orOMCe . Zioyide crowiedps bamsier o OT) Microse® Smject
of Major Frojects’ Froject Managers Server Tool Administators

ACTIVITIES

PROJECT TEAMS

Project Sponsors:

Lynn Hersey-Miller, Chiet Frogram Oficer Frovide Stategic Oirection

S0 Heoko, Criet Opammtng O*cer Frovice Stategic Direction
Core ProjectTeam:

Role: Recpon ciblitty

£n Namyaman, OT) Major Project Lead Project Direction and Acceptance
Kim Cloud, OT Frojact Manager Marsge SSM Daploymant
Cindy Eray, OT1 Cramgs Mansgement mcorporate Crange Mansgement Frocess
Undea Wetkins, So0ey Functonal/Technics Lead Froject MansgementFunclicnal Consullng

Technical Contguraton/Trining

For moe nfomaton, contct Circy Eey {ondy by Sg i deus)

Mach 2006

iINEQ SHEET

Supervisors as Coaches

Managers/supenisas are uniqualy positonzd 10
undarstand and impiamant change In thair
organizatons. Tney ars choss 10 day-10-d3y
QDEr3TONS, CUSIOMENs, 3nd YONEINE Smpidysss.
Addtonally, hey are far engugh ramaoved from the
a3y 10 d3y Work 10 2n3bis tham 10 522 12 "0ig

piciure” and racognize n2w possioiitias for prodiam

300INg and grawin encouragamant.

Supanvisors ars 2 prafarad method for empioyees

10 racaive m2s53ges 300Ut
« Th2Impactof change on day-1o-day
actvires
«  B2naviors and actvites expecizd of
ampioyess, INCudng suopart of M2 change
+  Progedurss for getEng np and addtona
Infarmation 300Ut the changs
Supenvizors piay 3 2y roke I a0taNIng Duy-in and
commimant from emoioysss.

Osgailrmel boan

When It comae to personal Issuse, racelvers
want to haar from someons they know and
workwith ragularly, namsly their suparvisor.

KOy meesages a Man BQOI}SUPOMOOI' should deliver:
 Whnatls raaily drving !e projact? Winat s ha prodiem c3using te change?
« \Wn3twouid happan if w Tt changa? Wiat will we D2come trough tha changa?
«  HOW 0025 2 projact S1-with or grow-out of h2 past?
« Whnatiands of s2condary change and sida 2fiacts ars iksly 10 00our?

o HOW COoukd INdNVIduaEs 3nd groups De afiectad negatvaly

y 2 change?

* What dngd of 3ssistance will we provids 10 afizciad Indhviduals and groups?

ACTIVITIES

*  Incluce EFM project &s & stndingagende item
*  Solcitfesdnack and Input oM team mambes

regarding he proect and proice Bis Informaton back

%0 the project team
*  Actss the massenger forthe pegect Bam

¢ Demonstate suppont of he project through woeds and

actions
e Encourageempicress to paddpatein the prgectdy
o Amending meetngs and tairing
o Heiping Wi the testng ettt
o Pamdpetng Inforams o gather feecdack
o Completeg any suneys sant by the Change
Management Team

*  Review taning section of emgoyee’s performance
plan for upcoming yesar and encourage tham 1o take
ancliary training to comgiment changes being
Droognt Dot Ly the pegect

*  Mody emgoyess’ scheddes % accommadate
leaming Cur/e Drooght aboct Dy the newsystem

*  Askyourself for each enmpiayee whare their
knowledpe |5 lacking and letthe Change
Management Taam tnow where theay need tofocus
their efiots
o Awareness forthe proect
o Desire forthe prgect
o Trining oppoturites
o Coaching

DDO your empicyess In embradng the prgect

o Postinpiemantation

Formore rometion, contect 2 eom cuDyge ey

My 2002
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' s Communication Board

* Printed versions of important
information

— Newsletters

— Posters

— Fact/Info Sheets

— Bulletins



—
(D) Erierprise ProjectManagement F1( T JHEE]|

PROJECT SCOPE

——  — g Co— e

St P e TP SHEET]

e ————

‘ H'

-
Scammers 'Phish’ for your personal information in a variety of
ways, but most commonly throudh fraudulent emails claiming

to be from youribank or anotheninstitution that:;dy has

your personal details, asking you to confirm thes tails. If
you ar@nslire of the source of the email, you sh 1 not click
o yerlifiks within emails that are apparently'from a
legitifate company. Instead, directly type in the URL in the
Internet browser address bar, or call the comﬁny ona ct)ntact
number previously verified or known to be genuine.
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s s Training Plan

» ldentify different audiences that require
training

— Re-visit End-user ldentification Spreadsheet

— Send to managers and supervisors of end-users

— Have them rank employees on scale of 1-4 for
each specific type of task to be performed in
new system

» Conduct training needs assessment and sKkill
gap analysis

* Document requirements for the training team

— Training development schedule



o ———
s s Coaching Plan

 Customized Coaching Plan

— Can range from series of coaching info sheets
to education for managers/supervisors on how
to provide coaching.

* Prepare managers and supervisors to
coach their employees through the
change

— |dentify additional areas of growth for
employees i.e. accounting or Excel training for
financials implementation.



' ¢ Transition Ownership to Project Owner

 Knowledge Transfer Plan

— |dentifies required skills by project team
role.

— Assesses current skills.

- Develops an agreed upon action plan
and milestones.

- Re-assesses semi-annually for life of
project.



s s Celebrate

* Celebration & Recognition!!!

— Milestones/successes
— Implementation success



Department of Technology & Information
Organizational Change Management

Metrics




v s Assessing the Organization

* Organizational Readiness
Assessment

— Organizational Traits
— Change Traits

* Plot the project on the Risk
Determination Table

« Stakeholder Analysis



*. s Assessing the Organization

Risk Determination Table
110

Medium-High
Risk

Organizational
Traits

44

Medium-Low
Risk

22

12 24 60

Change Traits

Modified from Prosci Change Management Toolkit



Important /
Little Influence

Developers
End-users Web Client

' o Stakeholder Analysis

Important /
Influential

End-users Fat Client

Service Dé?k |
Customer Care Center
Vendors

Not Important /
Little Influential

Executive Sponsors
Governor

Not Important /
Influential




End-User Identification & Skills
3 Inventory

 End-User Inventory

- End-User Identification

— Manager/Supervisor Identification
— Specify Key-End User

— Skills Gap Analysis

- ldentify IT Support Personnel and
Technical Specifications



s End-user Inventory

fst 2nd 3rd
End-user Identification and Demographic Skills Inventory T
Information sppt.

fgrany, Subs I
&:ln-: Sakaall haal Banc Licallamc | b Lille | Ensilfddccas Jelcak Laa Laul Bame Pival Baur Jab Tille vmail




'y Managing Organizational Change

« Tracking, Measuring, and Reporting
- Functional Impacts Spreadsheet

— Master Readiness Tracking Spreadsheet
— Readiness Checklist

— Checklist Summary

— On-site Tracking Station

— Project Status

— Executive Sponsor Reporting



5 s DTl Readiness Methodology

All Master Readiness Tracking Readiness
Project Spreadshee Checklist
_ Functional Impacts THHHEHHEHE -
Documentation e | E o o

ions

nnnnnn

Functional
Impacts

End Users

Successful System Implementation
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7 Master Readiness Tracking Spreadsheet

Target Due Date

1121345 6 7|8 9 [10] 1] 12 [13] 14 | 16| 16|17 | 18] 19| 20{21 (22 |23 |24 24
Send in user names and userlDs 07/19/06 18

User ID Task for New Castle County 75% complete

Register for Training 07/31/06 A A A z-z. AlA| 16

Training Registration for New Castle County 66% Complete

Had at least one person attend training | 08/18/06 15

Had individuals attend training 63%

How many attended training
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' ¢+ Readiness Checklists

September 2006
DTI Team:
Activity

i Sept 30,
USING THE ATTACHED SPREADSHEET, VERIFY 2006
SYSTEMS/APPUCATIONS USED BY YOUR TEAM, THE DATA STEWARD,
HOW DATA ON THAT SYSTEM 1S CLASSFIED, WHICH DTl TEAMS USE IT,
THE ASSIGNED DATA CLASSIFICATION, AND THE DISASTER RECOVERY
CATEGORY THAT HAS BEEN ASSIGNED TO IT.

2 Sept 30,
USING THE ATTACHED SPREADSHEET | DENTIFY ALL INDIVIDUALS ON 2006
YOUR TEAM WHO HANDLE DATA THAT IS CONFIDENTIAL, SECRET, OR
TOP SECRET

3, Sept 30,
ON THE SPREADSHEET INDICATE IF THESE INDIVIDUALS HAVE THE 2006
ABILITY TO SECURE THESE DOCUMENTS

4, Sept 30,
IF INDIVIDUALS DO NOT HAVE THE ABILITY TO SECURE THESE 2006

DOCUMENTS, PLEASE INDICATE IF YOUWOULD UKE THE SECURITY
OFFICETO WORKWITH THEM TO ADDRESS THIS CONCERN.

Email Completed Checklist to cindy bray@state . de.us Sept 30,
2006




s s Executive Sponsor Reporting

Major Project Status Overview—-SAMPLE

PHRST ERP Project Implementations
Status Overview

PHRST Upgrade Comments

On tim=
Under Budzsat
o cBenafitz

o FReacruitment

¢ =Racruitmant
Faadinazz
Trzining

Time & Labor

Rizk Color Key

On Targst — no rizk

IlIn Progra:zz — may complats lats
IlAt Rizk —neads attention

Readiness Status Report—-SAMPLE

T:{agnet T;’ﬂet = = = = = = = = = = = = = =
ActivityTask us B ; X . . " i " . " ) -
scatogoris | Ote oste & & § § § § § & & & 5§ & & &
Mooty
Creaciiiss
Zazeamzer 91703 | Y30V03
Octonar 10/1/03 | 10v31/03
Noampar 117103 11730003
Omer Catical
Tascs
Lesve Sumey | S/1/03 | 23102
Q‘:"f::’" 91703 | 10v31/03

Organization has completad as required

Organization is in process of complating task but will not finsh by dus date
No risk to readiness

Organization has not started this task and s jeopardizing readiness forths targat.

No risk to readiness.




5 » Knowledge Transfer Plan

Required Skills by Team Role
General Project Related
PeopleSoft Financials Related Skills Skills
Design &
Build Reports,
PeopleSoft Interfaces,
Skill areas =——=—==—=—> Process PeopleSoft Conversions, Site General Change
Knowledge Role V Knowledge Configuration E xtensions Operations Project Management
Functional High Low Low Low High Low
Configuration Medium High Medium Medium Medium Low
Technical Medium e dium High High Medium L ow
Change Management NA NA, NA, NA Medium High
D efinitions High = | No supervision required and can lead
Medium = | Requires some supervision
Low = | Requires routine and direct supervision
Business Process — High Able to explain business processes
D ocumentation, evaluation, design g Able to explain and defend rationale for business process decisions
and build of business processes Able to documents current processes, analyze potential process changes and
(State and PeopleSoft processes) design future processes
within 3§S_i!il“9d areas of Medium Able to explain business processes
res pons ibility Able to assist documentation and design of future processes with supervision
Low Aware of business processes, able to explain overview
Configuration — High Significant experience with one or more PeopleSoft modules and able to lead and
Configuration of the PeopleSoft teach others to configure PeopleSoft
application
Medium Able to configure PeopleSoft to support maintenance and future implementations
Low Sufficient understanding to evaluate future enhancements, create functional
specifications with supervision
Reports, Interfaces, Conversions, High Able to define/design functional requirements and/or specification for reports
Extensions — interfaces, conversions and extensions
Identification of functional and Able to create Technical Specifications
technical requirements and Able to support and troubleshoot technical problems in their area (Reports,
specification, build/program, and Interfaces, Conversions or Enhancements)
implementation of reports, interfaces, pMedium Requires some direction and supervision to define/design functional requirements
conversions and extensions. (some or and/or specification for these activities
all) Requires some direction and supervision to support and troubleshoot technical
problems in their area
Low Requires continuous supervision to define/design functional re quirements and/or
specification for these activities
Requires continuous supervision to support and troubleshoot technical problems in
their area
Site Operations — High Can execute PeopleSoft batch scheduling, error handling, security administration,

Routine activities and management

configurationfworkbench transports

Can respond to helpdesk for phone support, PeopleSoft printers, and GUI
installation, upgrade and support
Can manage all 3rd party tool administration



' ¢ Knowledge Transfer — Action Plan

Section 2 - Action Plan by Role

Provide all planned activities that will help develop the desired level of competency set by the goals above.
Use the appropriate tables below and delete unnecessary tables. Additional rows should be added to the
tables as needed.

Functional:

Training Course, Activity, Demonstration Instructor / Target Comment / Demonstration
Opportunity Coach Date Results




' s Communication Plan

Specific Event

Audience

May | June | July

Communicator

Release
Authority

Comments

Training
Evaluation
Report
Sponsor Memo End-users Change Change
— Coaching Management Management
(Email) Specialist Team
Leader
Coaching EACT End-users Change Change In
Sheet (coaching Management Management | Progress
Information, Specialist Team
email Leader
attachment with
Sponsor Memo
email)
Coaching End-users Change Change
Sponsor Memo Management Management
and FACT sheet Specialist Team
Website Update Leader
Lessons X Sponsors Change Change
Learned Management Management
Document Specialist Specialist
Communication Plan includes:
Event Communicator
Scheduled date Release Authority
. . Status
Audience
Comments



-

' 3 Communication Tracking Spreadsheet

Follow-up needed

Type of Follow up

Email Address

Comments

Communication Communication
Title Media Date Sent | Sent From Organization{Team Phone # [ email address Sent to: Organization Phone #  [email address Yes No Meeting] email [ Other
e Communication Hitle F omnmupJNeeaeq
- o
e Ia \feo
° D S NO
Y 7. ant
UL JOIIL
Sentf I ——Type-ofFollow-upNeeded
o - -
- 1Y |
Phano Ehene gall



Department of Technology & Information
Organizational Change Management

Continuous Improvement

0




Lessons Learned Board

Describes knowledge gained from experience

Captures lessons learned throughout a project
lifecycle

Process:

An onsite board is established and divided into the
following categories:

What we did that we want to do again

What we did that we never want to do again

What we did not do and should have

What we did, worked okay, but could be improved in

various ways.
Outputs: Lessons Learned Spreadsheet,
Lessons Learned section in OCM Closing
Report, Project Management updates as
required.




What we did thatwe want | What we did that we
to do AGAIN _ NEVER WANT to do again

FiLE

ExcHANGE ﬁz 2! Lessons Learned Board 2006

SERVICE s ———— s e
MIGRATION _ ‘ ‘- ' What we DID NOT DO | What we did, worked okay,
AND SHOULD HAVE " but COULD BE IMPROVED

: | in various ways
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AND
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® . Collect, Analyze, and Report

 Compliance Audit

 Post-Implementation Review
Process

— OCM Closing Report



T —
*. , OCM Closing Report

System Testing Evaluation
Parallel Testing Evaluation
Training Evaluation

Coaching Survey
Reinforcement/Resistance Survey
Project Evaluation Survey



*. s Integration is Key

Project |

Management.
AN

Change
4 anagement



. Achieving

) -

. Dedicate resources to Organizational
Change Management.

. Secure visible executive
sponsorship early in the project.

. Repeat key messages early and
often.

. Involve employees in the change
process.

. Create a transition strategy with

achievable timeframes.



. DTI Strategic Goals & Enterprise

3 Organizational Change Management

Change Management certified * CM partners
team i

S— with or advises
e : Availability & :
2 qualified MBTI providers Reliability many major
2 qualified EI providers projects within

the state
Team member
pursuing PMI
certification

Team member
pursuing BPR
certification

« CM participating

Workforce Collaborative !n.tlhe. EA
Excellence Solutions Initiative

nhanced
Project
Management

Physical & CM participating
Cyber in DTI security
Security program

« CM offers change

management, and CAeRIPCN CM providing MBTI education to all
requirements Customer P J

gathering education Service teams in department

CM offers MBTI education to other
organizations

0



